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1. [ ,_Dispositien.
The Records Munsgeaent Staff has now suoceeded In estahlishing
908 of all Headquarters Records mdpomnm Schedules for rec-
erds retirement to the Records emicr, destruction or retention.
{Completion will be mmde en 1 July 1957.)

Daring the period 1 Novesber 1256 to 1 May 1957, records
retived to the Inactive Records cnam totaled 6,908 cubic feet;
thiv 1s = 26% step-up over the previous aix months. This six
aonths' asccomplishment adds to the Eprwiem accumulation start-
ing in 1951, making a grand total éf ki ,825 cubic feet of rac-
srds retired to the Inactive Records Center. If this amount of
records vers held in office space !t Headquarters, the Agency
would have had to invest $1,972,256. in safe filing equipment.
The six months period referred to thwe, avolded squipment ex-
penditure of spproximately &3&,@.

2.

1a order to provide grester assistince to all erganisstions in

the Agency in the mschanizing of their administrative efforts,

two new specislists in the utilin;.!m of business muchings

were added to the Management Steff. (Machine utilimation leader- 29X1A9A

ship now is compesed of a four-permon unit.)
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3. OMLAgtivities.
During the six month period completed studies totalled 250. Of
thess 17h were minor T/O's, 39 naje;r T/0's and 37 miscellaneous
substentisl studies. This last grwp resulted in {mproved or-
ganisational structures, Oimlltiati procedures, work quiifia—
tion, utllisation of mechanical alds, etc.

The most revarding were: 1) lﬁnagmnt survey of t.}u Aogui-
sitiens Branch, CIA Library; 2) maatamt survey of CIA Watch
OfYice; 3) Survey of Procedures tot napreaculng Ssparating
Agenay Bwpleyeesy L) Study of Fmibifity of Using Bleetronic
Cemputer in Supply Divisiony S) Study of Uss of Unvouchered
Punds; 6) Study of Offiee of Seméty Celling Requirement for
New Bullding; 7) Study of Pmaenl;g Clandestine Dformation Re-
portsy 8) Study of Procedures for :ﬁcuﬂﬂg of Dispatches in DD/P;
9) Study of the Work Backlog in Rcibwu Integrstion (FI/DD/P);
10) Study of Distribution of Sensitive Cables in ID/Pj 11) As-
slstance to Consultants in Analysing Library Operstions; 12)
Study of OAR Reergenizstion; 13) Survey of Administrative Staffs
of all DD/I offices; 1&) Anslysis bf Agency Overtinme Practices;
15) Analysis of Agency Ceiling ead On-Duty Trends.
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